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Applicant FAQs

1. | don’t remember my username or password?
At the Mississippi State Personnel Board applicant site, there is a “MSPB Career
Center” box on the right side of the screen. Clicking on the “Applicant Login” link will
take the user to the Login screen, which contains both the Job Seekers Login but also a
link titled “I Forgot My Username and/or Password”, which can assist users in
retrieving either their Username and/or Password. To retrieve your Username, you
will need to enter and have access to the email address which you used when signing
up for a user account. To retrieve your password, you will be required to enter your
Username.
Home » Job Seekers
Log in MSPB Career Center
How to apply
Applicant Login
. Job Cpenings
Are yDu rEQIStered? Agency Only Opportunities
To apply onling for a position, please create an account (registration is free), If you have State Employee Opportunities
already created your Governmentlabs.com personal account, please login belaw, 1ob Deseriptions
Online Employment Application Guide Jab Interest Cards
T I:I MSPB Applicant Care Center
Password: l:l FaGs
MSPB General Information
I Forgot My Username and/or Password <:| Events
Job Classification Descriptions
Mot Registered Yet? Create Your Account Herg!
Home » Job Seekers
Lost Password Hel P MSPB Career Center
How to apply
Applicant Login
Forgot Username? 10b Operings
Enter your email address and click the 'Send’ buttan to have your username emailed to you, Agency Cnly Opportunities
State Employee Opportunities
.. Job Descriptions
Email: < :—l
mel ‘ | Job Interest Cards
MSPB Applicant Care Center
Faids
Forgot Password?
Enter your username and click the 'Send’ button to have an email sent to you to reset your password. MSPB General Information
Events
Username:| ‘<:—| Job Classification Descriptions
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2. How do | modify my Personal Profile information, such as my email address, phone
number or account password?

After logging in to the system, you can click on the “My Account” link, which will take
you to the Account Settings screen. From this screen you can change your Name,
Phone Number, Email, Notification Preference and Mailing Address, as well as your
account Password and Security Questions.

Home News Publications & Personal Service Contract Review Professional FAQs Employee Appeals

Reports Board Development Board

Home » Job Seekers

Employment Main Menu

Hiow £0 Apply
Welcome, Michael Martin Help | Logout | |Applicant Login
| Maintenu | Applicaton Status R 1 |Job Openings
Agency Only Opportunities
In order to apply for a position you need to create an application first, Click on the Stats Employes Opportunitiss
'Create Application’ button and we'll guide you through the process, Job Descrigtions
treate Application Iob Interest Cards

Home | Job Search | About Us | Help | Logout

Welcome, Michael Martin Help Logout

Main Menu | Search Jobs | Application Status My Account

Account Settings

Edit Contact Informmation | Change Password| Add/Edit Security Questions <:|

MName: Michael Martin Email: durmmyemail@dfa.state.ms.us
Address: 155 Main Street Maotification Preference: Email
Brandon, Mississippi 39047
Home Phone: Alternate Phone:

Main Menu | Search Jobs | Application Status | My Account | Logout
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Do | have to apply for each job posting separately or is there a way to select more than
one job at a time?

You must apply for each job posting separately but do not have to begin each job
application from scratch, since the system stores your previous applications.

Home » Job Seekers

Employment Main Menu MSPB Career Center
How to Apply
Welcome, Michael Martin Help Logout Applicant Login
@| Application Status My Account Job Openings

Agency Only Opportunities

In arder to apply for a position you need to create an application first, Click on the State Employes Opportunities
‘Create Application’ button and we'll guide you through the process. Job Descriptions
Create Application Job Interest Cards

Applications You've Created: < MSPB Applicant Care Center
Date Created Modify Fa0s

Tip: You do NOT need to recreate a new application every time you're applying for a

position. |

Is it possible to submit only my resume and/or cover letter instead of filling out an
application?

A resume and/or cover letter can be submitted in addition to the application, but
cannot be substituted for a completed application, unless otherwise noted on the job
posting.

What are the advantages of applying online versus through the paper application?

e You do not have to recreate an application every time you want to apply for a
position, you can use the same application to apply for multiple jobs

e Your application is received instantly by MS State Personnel Board after you
certify and submit it

e Arecord of the jobs you have applied for as well as your application(s) is kept
inside the NeoGov system and can be accessed by you

| do not have an email address, what can | do?

An e-mail address is required to create an online profile to apply for positions. Each
applicant must have their own, unique email address. There are many Web sites such
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7.

as mail.yahoo.com, mail. AOL.com and mail.google.com that allow you to set up free
e-mail accounts.

How do | obtain a copy of my online application or the job posting after it has expired?

e You can print a copy of your application at the end of the application process
or you may print your application through the “Application Status” link of
your online profile.

e If your application was submitted online, a copy of the job posting is retained
with your profile. Log into your profile and click on the “Application Status”
link to view previously submitted applications.

| did not receive an email notification stating that my application had been received.
Why not?

Verify you’ve listed the correct e-mail address in your profile and that you are able to
receive e-mails. Also, make sure you’ve completed all steps of the application
including accepting the certification. If you have spam blockers, the confirmation e-
mail may have been received as junk mail.

How do | check the status of a position that | applied for?

You should first check the status of your application by logging into your profile and
selection the “Application Status” tab.

Home News Publications & Personal Service Contract Review Professional FAQs Employee Appeals

Reports Boarid Development Boarid

Home » Job Seekers

Employment Main Menu

Hiow £0 Apply
iWelcome, Michael Martin Help | Logout | |Applicant Login
M| Application Status _j‘i Account Job Openings
Agency Only Opportunities
In order to apply for a position you need to create an application first. Click on the State Employee Oprortunties
‘Create Application’ button and we'll guide you through the process. Job Descriptions
treate Application Iob Interest Cards
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10.

11.

Who do | notify of a change in my contact information?

Once you update the information in your online profile, future applications will
include the updated information.

How do | update the categories that | am interested in on the Job Interest Cards?

After logging into your NeoGov account and selecting the “Job Interest Cards” option
Under MSPB Career Center, you can deselect any individual categories in which you
are no longer wish to receive notifications. You also have the option of selecting the
“Clear All Categories” option, which will clear all of your selections and then allow you

to reselect only the options that you are still interested in.

Home » Job Seekers

Job Open ings MSPB Career Center
How to apply
powered by Applicant Lagin
Thursday, May 13, 2011 NEOG OV Job Openings
Welcome to State of Mississippi's Application Process! Agency Only Dpportunities

State Employee Opportunities
You can naw apply online by clicking on the job title you are interested in, and then clicking on the "Apply" linkl If | 5,4 Descriptions
this is the first time you are applying using our "New" online job application, you will need to create an account and
select a Usemame and Pasaword. After your account has been established, you can create an application by
clicking on the "Build a Job Application” link. This application can be saved and used to apply for more than one

Job Interest Card

Jubs opening. MSPB Applicant Care Center
Online applications are stored on a secure site. Only authorized employees and hiring authorities have | FA0s
access to the information submitted
Airess €] httpe agency. raining. governmentjobs.commississippidsfault chiaction=penjobrequest ¥|gdGo Lnks *
3
Home » Job Seekers
Job Interest Cards MSPB Career Center
Hiow to Apply
ponered by Applicant Login
NEOG OV Iob Openings
Place a check in the box next to each job category for which you would like to raceive email notifications, Agency Only Opportunities
and fill out the required infarmation in the \Jab Interest Card' section below, then click the ‘Submit Request' State Employee Opportunities
button. For the next 12 months after you submit this form, you will receive an email notification each time Job Descriptions
a position opens with State of Mississinpi whose category matches one of the categories you've chosen, b y
W'l alsa send you a reminder email in 11 manths o give you an oppartunity at that time to extend your Job Interest Cardz
natifications for anather year. To change the results, deselect and reselect the categories by using the
Clear All Categories/Select All Categories links ar by clicking on the check boxes. MSPB Applicant Care Center
Select All Categories Clear All Categories
0] 911 Telecornmunications [ Accounting and Finance [ Adrministration MSPB General Information
O Administrative Assistant [ Agriculture [ Airports
6/1/11 Page 6



NeoGov Insight — Applicant Frequently Asked Questions (FAQs)

13. Who can | contact if | have questions?

For questions related to the application process or general functional questions, you
can contact MSPB at 601-359-1406. For security questions, you can contact the MMRS
Call Center at 601-359-1343 or via MASH email (mash@dfa.state.ms.us).
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